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OPM 45 250- 2
PERSOMMEL DIRECTOR MERW NO. Ti~53

- SUBJECT: Centralization of the Storage and Disbursement
of Psrsonpel Forms

1. At the present time, the Personnel Cffice utilizes &
sotal of 78 sctive Acency forms listed under the 37- series. Of
this number, 60 forme ere non-sfock items in the sense that the
Personnel O:ffice is directly responsible for their procurement
from the Printing and Reproduction Division of the Offlce of
General Services. It is necespary, therefora, thet the Forme
Menagement Progran of the Personnel Office maintain a careful
check over the inbternal stock levels of these forms. Such a
control is not intended as o measure %o restrick the use of per-
sonpel foyms but es a reguirement to assuwre that adequate supplies
are available to meet the sdministrative nseds of the Persomnel
Office.

2. In consideration of the sbove, Divisions and Bteffs of
the Personnel Office locabted in Curie Hall will obtain personnsl
forms from the supply office to be esteblished in this building.
The Supply Officer assigned to Curie Hall has agreed to provide
storape fecllities for non-stock item forme and form letdéers in
afdition to the stesdard forms norwally channeled through building
supply roocms. Chiefs of Divisions and Staffs of the Personnel
Office located in Curie Hall will be responsible for assuring
that supplies of forme and form letters maintained in their owa
office areas are hwurned over to the building supply officer.
Divisions and Steffs will be permitted to retain a one weeks
supply of the forms and form letters which pez“tain directly 4o
their operatiocns.

3. - Exception to the sbove rules concerning the centralization
of form end forw letiexr supplies will be permitted in respect to the
sssanblies of forms used by the Correspondence Branch of the Proe-

- epaing and Records Division. Requests for further exceptions will
be submitted to the Chief, Plans, Research and Dovelopment Staff
with gppropriete Justification for coepsideration.
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